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 Questions
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School Directory 
Overview



Why is 
information in 
SDE important?

Challenges with 
School Directory 

School Directory Overview
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Information displayed 
on State Report Card

Information used to 
various offices for 

outreach

This information feeds 
into many critical 

educational functions

Why is the information is SDE important?

5



Website Interface 
Outdated

Unclear Process 
Steps

Challenges with School Directory

6



Recent Progress



Principal Name Updates
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Our office worked 
with CORE offices 

to updates 
principal names 

and emails.



School Directory Liaisons
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 We worked with districts to establish a primary contact 
for School Directory



Increased 

Timeliness

Improved

Communication

Better

Information

Process Improvements
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 Background
– Given in November 2016
– Received responses from about 50 districts
– Primarily from EIS contacts

School Directory Survey
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School Directory Survey Results
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School Directory Survey Results
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Important Process Steps



Minor Changes to School Directory

School Approval/ Major Changes 

Important Process Steps
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Minor Changes to School Directory
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Use this form only for the following 
changes: 
 

• Principal Name 
• Principal Email 
• Superintendent Name 
• Superintendent Email 
• School Website  
• District Website 
• Phone Number 

 

Do not fill out this form for the 
following reasons: 
 

• Changing Grade Configurations 
for a school 

• Obtaining a new school number 
• Closing a school 

 
For these changes, please fill out a school 
approval form which is located on the TN 
D.O.E. website. 

 

Districts can use new simpler form to make changes

Form Name: “Minor Changes to School Directory”

Form Location: http://tn.gov/education/topic/data-quality-integrity
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Major Changes to School Directory
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Districts still use classic School Approval form for major changes

Form Name: “School Approval Form”

Form Location: http://tn.gov/education/topic/data-quality-integrity

Direction also available at this same link.



Major Changes to School Directory
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Step 1: Fill out school approval form.

Step 2: Email form to school.directory@tn.gov

Important items to keep in mind:
o All School Approval forms must be signed by the district superintendent.
o It is highly preferred that all school approval forms be submitted at one 

time for one district.
o If a district needs approval by July 1st, they must submit forms by May 1st. 
o If a new school is opening, we can grant a pending school numbers once 

the forms have gone through preliminary review.  Please be aware that 
once the numbers are assigned, these school numbers are at a pending
status. If the approval for this new schools is denied, these numbers will be 
withdrawn.

mailto:school.directory@tn.gov


Upcoming News



 This is an opportunity for districts to review 
their School Directory information.  

 Our office will supply an excel sheet that 
each district can use to verify and update 
school level information.

If you are interested, please email 
school.directory@tn.gov

Opportunity to Verify Information
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Opportunity to Provide Personalized Message for 
2017 State Report Card

As a part of the continued redesign, there is an opportunity for 
each superintendent and principal to submit an opening message, 
which will be displayed on the district- and school-specific pages. 

 The opening message will allow leadership to inform the 
community about their district/school. 

Principal & Superintendent Message
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Opportunity to Provide Personalized Message for 
2017 State Report Card, cont.

 Superintendents will receive an email the week of March 8.

 Principals will receive an email the weeks of March 29. 

 Character limits for this message will be 600 characters. 

Principal & Superintendent Message, cont.
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Questions



Next Steps



School Directory Office:
We will email a link to webinar recording

District Contacts
Please email school.directory@tn.gov for 

excel sheet to verify school level 
information

Next Steps
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Districts and schools in Tennessee will exemplify 
excellence and equity such that all students are 

equipped with the knowledge and skills to 
successfully embark on their chosen path in life.

Excellence | Optimism | Judgment | Courage | Teamwork
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